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State of California DEPARTMENT OF WATER RESOURCES California Natural Resources Agency 
 

JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      
COLLECTIVE BARGAINING IDENTIFIER 

 
Management Related BU: 

        

 
Supervisory Related BU: 

        

 
Confidential Related BU: 

        

 
Rank and File BU: 

        

RESPONSIBILITIES EXERCISED  

  Supervisory  Lead Person 

IMMEDIATE SUPERVISOR (Print) 

      

SUPERVISOR'S CLASSIFICATION  

      
APPROVED BY (Personnel Analyst's Name)  

      

DATE 

      

Percent of 
Time Activity 

            

SUPERVISOR’S STATEMENT: I HAVE DISCUSSED THE DUTIES OF THE POSITION WITH THE EMPLOYEE. 
SUPERVISOR’S NAME (Print) 

      

SUPERVISOR’S SIGNATURE 

 
DATE 

EMPLOYEE’S STATEMENT: I HAVE DISCUSSED WITH MY SUPERVISOR THE DUTIES OF THE POSITION AND HAVE 
 RECEIVED A COPY OF THE DUTY STATEMENT. 
EMPLOYEE’S NAME (Print) 

      

EMPLOYEE’S SIGNATURE 

 

DATE 
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JOB DESCRIPTION AND POSITION CLASSIFICATION 
 

CLASSIFICATION 

      
DWR POSITION NUMBER 

      

SAP POSITION NUMBER 

      

MCR 

      
APPOINTEE 

      

SAP PERSONNEL NO. 

      

DIVISION/SECTION  

      

Percent of 
Time Activity 

            

 


	Activity
	Activity

	MRBU: Off
	Management Related: 
	SRBU: Off
	Supervisory Related: 
	CRBU: Off
	Confidential Related: 
	RFBU: Yes
	Rank and File: R01
	responsibilites: Off
	IMMEDIATE SUPERVISOR: RoseAnn Langamon
	SUPERVISOR'S CLASS: Accounting Administrator I (Supervisor)
	personnel analyst: Amanda Jack
	personnel date: 8/3/11
	PERCENT OF TIME: 






















45%
	activity: POSITION SUMMARY
Under close supervision of the Accounting Administrator I (Supervisor), the Accountant Trainee, within the Water Project Bill Processing and Analysis Office of the Enterprise Accounting Branch, performs standard accounting practices and procedures related to State Water Project (SWP) billings. The position is assigned to create and maintain all SWP related master data associated with Enterprise funds, perform basic analysis for retroactive adjustments, and work directly with the supervisor to enhance their accounting skills.

ESSENTIAL FUNCTIONS
Establish and maintain cooperative working relationships with multiple levels of personnel from within DWR and outside entities.  Accurately and timely research, analyze and implement simple solutions of SAP processes that affect the SWP and CERS.  Interpret policies and adhere to procedures in accordance with the California Water Code, State Administrative Manual and related contracts such as the long-term water supply contracts.  Become familiar with the SWP cost allocation processes and knowledge of SWP master data (i.e., cost objects, funds, and accounts) to understand how they are used to transact the business of the department.  Basic knowledge of the SAP settlement process, assessment cycles, secondary cost posting's and cost element's.  Must be able to communicate effectively, provide outstanding customer service, maintain consistent and regular attendance, and exercise good judgement as well as be knowledgeable regarding DWR policies, processes and systems.

The specific essential duties are:

Utilizing SAP perform less complex accounting duties to accurately record invoices, credit memos and adjustments for the SWP.  Assist in the preparation of journal voucher entries in SAP to adjust the allocation of costs, if necessary.  Assist in the posting of the large volume of invoices associated with the annual Statement of Charges.  A moderate degree of funding and financial account knowledge is essential to the accurate posting of these invoices.  
	classification: Accountant Trainee
	appointee: Vacant 
	dwr position number: 0224-4179-xxx
	sap personnel no: 
	sap position number: 50000244
	division: Fiscal Services / Bill Processing & Analysis Office
	mcr: 1
	percent 2: 



35%




10%



5%














5%

	activity2: Assist in the preparation of re-class entries on a weekly basis;  recording of the annual Groundwater Loan entries; and posting of the annual Rate Management Credits provided to the State Water Contractors.

Establish and maintain master data in the SAP FI, CO and FM modules necessary to properly and accurately record transactions related to the SWP and CERS funds.  This requires close coordination with the State Water Project Analysis Office (SWPAO) staff to ensure the information is transferred correctly to the Utility Cost Accounting and Billing System (UCABS).
 
Receive training in the integrated modules of SAP.  Assists in the calendar year and fiscal year-end closing procedures and completes special projects, as needed.  Participates in special projects by providing research documentation for meetings or provides written reports.

Assists other staff, within the Water Project Bill Processing and Analysis Office, with the preparation of required invoices for reimbursement of expenditures incurred for operations and maintenance and construction of water delivery facilities from various agencies throughout the SWP.  Ensures that fiscal integrity is maintained by accurately recording invoices, credit memos, and adjustments related to miscellaneous agreements for the SWP and for input into the SAP system.  Works with fellow staff to initiate customer contact for resolution of past due invoice problems and produce a monthly Customer Account Aging Report.  Assist with the preparation of the monthly Customer and Financial listings essential for the accurate recording of invoices and incoming payments into SAP.  Coordinates with the preparation of the monthly Power Encumbrance report provided to the Joint Operations Staff.   Assists auditors in the basic compilation of project cost records and billings.  Audits of the system are conducted by the Department's Internal Audit Office, various State Water Contractors, the U.S. Bureau of Reclamation, the U.S. Corps of Engineers and private accounting firms retained to verify accounting information used in revenue bond sales.

Assists in the development of procedures for reporting revenues received from State Water Contractors, Power Contractors and Non-Project Water Contractors in the SAP system.  Coordinates with other staff to develop and maintain desk-top procedures for the more simple processes within the office.  Provide a flexible framework for cost/revenue analysis.  Provides input necessary for the enhancement of the automated billing process in the SAP system. 

KNOWLEDGE, SKILLS AND ABILITIES
Must have the ability to analyze basic accounting data and the ability to use a computer keyboard and an electronic calculator.  Must possess beginning to intermediate MS Excel skills. 
	supervisor name: RoseAnn Langamon
	employee name: Vacant 


